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The following pages explain the duties of president and give pointers and 
other information regarding chapter procedures and traditions. Nearly all 
of the information you need is in this notebook or the official Chapter 
President’s Book (found online or a printed copy in the TBP cabinet). 
Familiarize yourself with the information in here. 


Advising/Contacts 


To start with, if you have questions, ask our chief advisor, Assistant 
Dean Andy Fund, in Office of Student Services in Fiedler Learning 
Commons. His email is andyfund@k-state.edu. 

Our chapter, KS Gamma, is in District #9. 

Always update online system with new officer names and positions 
after new officer elections at the end of the semester. 

Nancy Fischer, in Dean Funds’s office (Office of Student Services in 
Fiedler Learning Commons), is our primary contact with the college of 
engineering. She collects signature books, fees, and also can help 
distribute items like grad cords. She is very helpful and will do many 
other things if we need her to. 

Our other chapter advisors are Dr. Lisa Wilken, Dr. Eric Fitzsimmons, 
and Dr. Josh Weese. 

We have a Tau Beta Pi webpage for KS Gamma and Nationals. 
Nationals is www.tbp.org. Our chapter is 
http://www.engg.ksu.edu/TBP/. We elected a web manager to keep it 
updated. 

We have a login ID (KSG) for the National website, which is used to 
perform most of our reports. Contact Roger Hawks at roger@tbp.org, 
or previous president to obtain the password. 

We also have a list-serve for TBP here at K-State. The address is 
“taubetapi@listserv.ksu.edu”. A list of commands for managing the 
list serve is included in this notebook. Dean Fund and the web 
manager are the owners of this list-serve, so you need to remember to 
change that every semester. Also, it is probably wise to make your 
own list-serve (or just a groupme) of officer emails to facilitate easy 
communications with them. 


Chapter Operations 


There is a Tau Beta Pi drive on Google Drive. There are folders for 
each officer in the drive, and they contain electronic copies of all the 
letters and important documents we create or send out. The 
president’s folder contains lots of miscellaneous stuff. Always check 
this drive to see if what you need might be on it. At the start of each 


Also, remember to do food drive and take care of trophy (located in 
Dean Fund’s Office). 

Make sure to get reports in on time so we get awards 

Check out the standards for the advisor of the year and keep this in 
mind for Dean Fund. 

Fall and spring timelines appear later in this book. Follow them as 
best you can, but sometimes things will work better if you change 
some dates. Use your judgment. 

Service project information is the responsibility of the vice president, 
but there is some information regarding KS Hill in this notebook. We 
discovered that the mixture for the white wash should be: fill barrel 
half way with water, add 100 lb bag of cement mix, then 50 lb bag of 
lime mix. If you fill the barrel more than half way, the whitewash will 
be too thin to stick to the letters. 

We started the Dean’s Letter to the Parents to try to increase 
membership. The master letter is in this notebook, and an electronic 
copy is in the president’s folder on the Tau Beta Pi drive on Google 
Drive. 

TBP National Convention is in the fall, usually in October. The 
president is the chapter’s voting delegate, and it is nice if the vice 
president, VP-Elect and maybe one or two others would go as well. 
The VP-Elect will be the voting delegate the next year and would 
benefit greatly by attending. The convention credentials must be 
turned in during the spring semester by May 31“. 

TBP District Conference is in the spring. The KSU chapter has hosted 
it in the past, but there is low interest to do this again. Talk to Dean 
Fund if you are interested and hosting this at KSU again. 

Tau Beta Pi recognizes an Underclassman of the Year every spring. 
The information should be located in Orgsync. We have gotten a 
plaque provided through Steel Ring. 

Report forms for graduate students and eminent engineer candidates 
can be found on the national’s website, tbp.org. They must be sent in 
by mail. 

Signature Book information is also on Google Drive. 

Engineering Futures information is found on tbp.org or on Google 
Drive. 


We have a display booth at open house. Make sure we always have a 
display, and contact a Steel Ring member sometime early during the 
spring semester to make sure we get a table reserved. 

In the past we have presented our organization to honors classes, etc. 
Talk with Dean Fund about bringing this back into practice. 

Tau Beta Pi Nationals gives out Scholarships and Fellowships every 
year. The Scholarship is $2,000 and the Fellowship is $10,000. 
Applications are online at tbp.org and are due each year in the Spring. 
The number giving out is significantly increasing! Encourage 
everyone to apply. 

Keep this page and all other information up-to-date. 


Things to Turn into Nationals (all of this info and more can be found 
online on tbp.org) 


Report Eligibility. 

@ The cataloger obtains the list at the registrars’ office. Make 
sure that the cataloger asks for each student’s local address and 
the address of their parents. The first letter goes to the local 
address and the letter to the parents goes to the parents 
address. 

è The corresponding secretary does the report of eligibility. 
There is an Excel spreadsheet available on the TBP national 
website which should make this process quick and easy. 

e After corresponding secretary sends this list in, you (the 
president) will receive an email approving the list. If you do not 
get this email within a few days of it being sent, call TBP at 1- 
800-TAU-BETA and ask about it. 

Report of Election 

@ This corresponding secretary also does this. All that needs to be 
done is to log onto the national website at 
http://www.tbp.org/tbpelig/ using our ID (KSG) and fill out the 
Report of Election. It is mostly just checking boxes. The 
password changes periodically. The most recent one is: “go 
wildcats”. 
This needs to be completed at least 2 weeks before initiation. 
Again, you will receive an email approving the electees. If not, 
call nationals. You cannot hold election without this approval. 
Final Action 

è Again, the corresponding secretary needs to complete this. It 
too can be done by logging into the website. 

@ The treasurer needs to pay for the national dues of each of the 
member too. 

è The deadline for this is two weeks after the initiation. 

Officer Election Report 


è You and the corresponding secretary should do this right after 
the officer election. Again, go to the TBP national website for 
this. It is due 2 weeks after elections. 

m Ratification of Amendments 

è At nationals there will be amendment to the constitution which 
must be voted on by each chapter. Although this is not due until 
April 1, I recommend completing this as soon as possible. The 
officer election meeting or signing party are excellent times to 
accomplish this (any time pizza is provided). 


